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iBSTBACT 

^T^^^uiAe which any library lay use to achievel its ovn 
statement of personnei|>alicy presents policy models vhich suggest 
rules and regulations to b& used to supervise the sta££s o£ public 
and academic libraries. These policies cover: (1) appointments; (2) 
classi£ication o£ positions; {J) £aculty and sta££ development; (4) 
pet£ormance evaluations; (5) promotions, trans£er, demotions,! tenure; 
(6) separation £rom servicej_JZ)^-^^iloyee relations; (8) vorkjing 
conditions; and (9) wel£aireand economic conditions. Fersonne 
guidelines £ox . working conditions and vel£are and economic ^eiie£its 
are outlined £or school media centers, special libraries, and 
government libraries. Sample grievance procedures are appended, along 
ifith a^ policy statement £roA-<the American Library Association on 
security o£ employment in libraries. (Author/DS) 
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' 'Preface 

11ie,T«sk Force hits sought to ptepw » b«ic document upott which a libriry jnuiy 
elaboftte to tcbii^vis its owil statement of Ipcrsonncl policy* We hope diat libraries ridt 
hayi^ a written personnel policy will be inspired to produce such a statement add that 
libraries iilreidy hkving written policies may be stimulated to re-read and up-date theirs. 
Once written, a personnel policy must be normally adopted by the Board of Trustees 
with the adoption date a pan of the policy. It must be regularly revised in accordance 
with established procedures, ^ ^ 



Federal statutes and the JaWs of Ohio mi^t be followed wiere applicable. 




A copy of the personiiel policy mu^t be given to each library employee. 

y^Tbt Tnsk Force fdt that no one model personnel policy could hp applicable to all 
types of libraries. Therefore the study is divided Into five seaions, two of which are 
models and three of which are guidelines. U is not intmdei tha my library should adopt 
thg modils Of guidglings as thgy org imtten. Portions of the academic library pdicy may 
be interchangeable with policies of other types of libraries and vice Versa, The Task 
Force reviewed samples of many good, workitig personnel policies frojtp Ohio libraries. 
Ir is recommended that libraries be contacted for copies of their personnel polides to be 
used along with diese models ^md guidelines in preparation of any sitat^ent. It is alsp 
f econimefnded that staflF representatives be included in any formulation or revision of 
a personnel poUcy. / 

The Task Force has drawn heavily on policies submitted and on the second edit/ons 
of the following: \ / 

P$rsonn$l Organization and Ptocedun. A Manual Sugggstgd for Usg in c/olhgg 
and Vnivmity Libraries. (Chicago: American Library Association, 1968 ) 

/ * 

Personnel Organization and Procedure. A Manual Suggested for Use ik Public 
Libraries. (Chicago: American Library Association, l9o8) / 

• • \ ' 7 

- Mawon Dawson, Cleveland Public^brar]^ ^ y 

^ Donis ROBmsoN,Cij^/ahoga County Public Libw^ 
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INTRQDUaiON 



/ 



The Task Force on » Model Personnel Policy (Divisloa VI) \m ikorked most 
lissiduOUsly to produce wluit has turned out to be two model personotr wUcies (io^- ^' 
public and academic libraries) and three personnel guidelines (for schoolvlibrary media 
centers^ special, and.govemmental libraries)^ f or>]^utpos<? of ^isuibution thet are. being 
published together and separately. Many people worked on these document^ and Doris 
J. Robinson, Cuyahoga County Public library, /who chaired the Task Forca is to be 
cpauncnded for taking charge and keeping trade. ' . 

^- The Board of Dlreaors of the Ohio Library Association has approved tlMc docu- 
ments with the knowledge that they arc not perfect They are, however, workable. 
^Thcy will require review (as do all personnel policies). Comments and suggestions 
^ from those. who make use of them will be considered for future editions of thelpo(icies. 

ROBEKT H. DONAHUGM, Pftsidifu] 

Ohio library Association 
Jatnuaty,^ 1975 



^^DEFINITIONS:/ 

d^^facy 



PersonnellE^IBcy —Rules and regulations pa$sed by the Board, to be usedi 
\ IML administer the library staff; copies must be ghren * 
to each employee^ ' 

— Includes the personnel policy and defines operational 
proclEfures and other matters. ^oocerniQg day to day 
conduct /\ ' 

jSoard FoUcies —All policies by the JBoiird of Trustees including per** 
sonnel policies. * 



. Staff mHRST^ 
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INTRODUCTION TO MODEL PERSONNEL POLIcV FOR 
ACADEMIC LIBRARIES \ 

Tbi$ dociuneoc is Ititencled to serve as a guide lund will not fit the ea^ct situttioa 
in every pi:ivate or state supported academic jiibnuy. Certain phrase)^ (such as 
advisory council^ unit heads, board of trustees): are meant to be inter^luuigeabie 
,with cities ia use at a particular iostitutiofl. ' 

vThe (name^of imcicucion) library exists as anj integral pare of the teacHihg and 
research program of the academic community. This policy statement shajl^ stand 
is a guide for library personnel and shall complement the general pecsonneT policy 
for the institution and the regulations contained in the faculty handbook and the 
non-academic employees handbook. 

Fabilty rank is customarily granted to all librarians in recognition of the conuibu- 
tlon made through thbir professional services to the educational mission of the 
college (university). 

\ *^ * 

\ • * 

\ LvcY CASWAti, CoiumhuSf Chairperson 
« \. Rita HiRSHMAN^ Columbus 
\ Jack Scott, Kent 

. .' - I ■ ■ , ' 
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MODEL PERSONNEL POLICY FOR ACADEMIC LIBRARIES 

*' \t kPPOlNTMiNr/ 

" ■ . ■ ■ • \ ■ -. . N ■ •. 

A* R#€niftiMnt 

^ A(policy of aflinnative action is practiced; there should be no disaimioatiOQ 

^ ' dr favoritism because of race, sex, political J>eliefs or marital sutiis. Physically 

handicapped persons are given etjual consideration for employment if able to 

perform the duties of the position. 

Recruitment by the library is generally fw ^an entrance position. However, 
applicants may be soughti inter^y and ek^rnally, for vacanci^^ at all^evek 
of responsibility. In all cases, the libraiy works within the policies and pro-* 
cedures^ of the institution. ^ 

Recruitment is accomplished through the usual channels as appn^riate: 
correspondence with and visits to library schools; advertising in newspapers 
and professioQjd journals; contact with sdbools which offer library te;;luiician 
programs^ empl(^ment agencies and business schools. A job desaiption, 
indicating qualifications and' salary rangf^ is always provided. local residents 
«re considered with all other applicants, and credentials are judged equally 
with no special preference given because of location. 

to recruiting lib^ary faculty, efforts axe made to secure representation from 
a' variety of accredited library schools in order to provide varied points of 
view within the library, 

Ji library staff member In charge of personnel recruits and selects student 
assistants. Advertisements in the student newspapers, library staff contacts, 
and contacts with the institution's employment office are useful xuitbods of 
/ recruiting eligible student assistants. 

The library seeb to identify and encourage the development of interest by 
smdents and supportive staff, in library work as t career. Assistance is given 
in ^curing scholarships and financial aid. - ■ 

S#bcfion 

Selection of faculty and supportive stiff is based solely upon, qualifications 
of the appliamt in relation to the requirements of the particular position. 
Personality, intellecmal ability and ieneral aptimde, as well as educational 
and technical ability, are included ii/the consicferation. Promotion fr&m Within 
is general library policy, but applications from outside the library are also 
* \ considered, in order to fill the vacancy with the best qualified pefsojl available. 

AU applicants ftre expected to submit a completed application and to supply^ 
the names and addresses of references who are familiar with their abilmr 
: ^ imd character. These recordr are carefully^ investigated by the personnel ad- 

ministrator in order to insure that the qualifications of th(^ candidate arc 
appropriate for tlie position. Personal interviews are arranged at a convenient 
place, and when a candidate is asked to come to . for 

an interview, the library normally pays the expenses. An advisory committee 
of faculty and supportive staff participates in the selection process for the 
. positions of unit heads, assistant directors and director of the library. 
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Appointmciits of faculty members are miide bjr the board of trustees acting 
upoa the. recommendations of the director of the library* Notice of an offer 
. of ajpjpointment is made in writing and specifically dwribes the title ind 
dnti|£S of the position, terms of salary, probation and tenure, hours, of service,; 
sick 'leavf and vacation allowance, and insurance >ad' retirement benefits.* 
Acceptan<;p of the appointment is .to be /made in writing to the person from 
whom the offer is received and is consideitd a bindidg contra 
of the terms specified in the offer. \ 

Supportive staff members may be appoints without a' formal letter of offer. 
Temporary awjiointmcntt, or special contracts^ may be given to persons who 
would quali^ for permuuicnt appointment also, When positions are tem- 
porary, this is dearly stated at the time of the offer of appointment 

D.^ frobatiomary Period >^ , 

A period of probation for faculty members is established according tq re- 
lations delaibcd in the faculo^ handboolc« At the tunc of permanent appoint- 
ment, the library faculty member> quality of work, contribution to scholarship 
in the form of research and publication, community service and personal - 
characteristics are carefully considered. The decision concerning a permanent 
appointment is made by the board of trustees^ but is based, upon the recom- 
mendation of the director of the library. The director*^ reconunendation is 
based upon the evaluation of a peer group, *but die director reserves the 
right to overrule this rccommendarion. The peer group considers the record 
of service as evidenced by the supervisor's evaluations and reports of profes- 
sional acrivity and quolificarions. A faculty men^ber whose conqract will nOt 
be continued will be notiiScd in accordance with the instii^tioft'ji^ regulations. 
Unless otherwise specified by state law or instimtionol re^a^iOfis, the |)ro- 
barionary period for supportive staff is one year. During this ^Ijpcriod, -.the 
supervisor holds quarterly conferences to discuss stri!(figths and Iwe^nesies 
with the probiitioner, and to moke recommendation^ ' lor furmcf ' improve- 
mene. If an employee does not perform satisfactorily at the fir5{f:'2Usignment, 
opportunity may he given to transfer to another position. » ; [ 
A supportive staff member who is allowed to complete the probationary 
period, but will not be continued on permanent appointmeiar, (s given two 
weeks notice prior to the termination of the probationary p<^od. A sup- 
portive staff m'ember is given permanent appointment under ne rules de- 
scribed in 'tlie non-acadeinic employees handbook. ' | [ 
The library is not obligated to retain any' employee, faculty cc ^pportlve 
staff, for the entire period of probation. If work performance not satis- 
factory and it^is judged that little improvement is likely to result from 
further training, the person's employment may be terminated. In no case 
is notice of termination given without -previous and repeated warning in-* 
eluding at least one written nodce. ' , 

A faculty or suppottiyc staff member wjlio resigns in good standingis eligible 
for reappointment in the future, and may be comidercd with all other ap- 
plicants when an appropriate vacancy i& avialablcf. 



i Nine/ten month contracts are the usual appointment* for library faculty widi optional sunmier 
contracts. Library faculty administrative positions have eleveii/twerve month contracu. 
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U. CtASSWiCATION Of POSITIONS 

• A. racuhy ;i ^ ' . ^ ' - - \ 

Iibn^ facultf shall be appointed MAd retaiiled in the same maimer as other 

^ faculty membcts of , — The faculty handbpdt details 

the procedures to be loUoijred. / 

B. r SuppMtiv^ Staff . / 

Libraiy supportive staff uull be ap|K)iqt6d and retained ip the manner^pre* 
saibed in the noa-academic mployees hilQdl:|)otc« 



C Stvtfonti / 

Student library assistants shall be hired dich term and paid an hourly rat<^ 
Wage rates smdl be based on the levet of tne tasks performed, be comj>eti^V( 
iR^ith rateaf paid in other areas of the ihstieotioni and in complianc^^^th 
minimum legi^atioa Increases sh^ll be. based on ^^ngtli or se^e and 
ttttforawnce. 3 y ^ . ^ 

III, MCIHTY AND STAP^^blVfLOPMENT , 

' K lii-S«fylte Traiitlns y ' ^ 

Hits is an\essential pare of the llbrar/i program (ot n<^ emp^oj^ees and con- 
sists of oridlntation and tri^ning of new personn^I|ind piining for supervision. 
I^^aculty and sujpportive^ staff members are giych days of orientation at 
the beginning of their employment. A bur vMous unitSi handbooks^ 
talks on objectives and history of the institdtion ^nd confjcreftccs with the * 
supervisor all provide a backgrout^d for the trainee. All uew iippointees are 
expected to familiarize- themselves with the valrious manuids of operatjbri 
and pr<)ccdurcs ^ • 

J^cb' supervisor wlU direct the training of uew ctmployees in « thorough 
understanding of the duties and responsibilities of theic positions^ tlie' 
supervisor also provides ij^portunitics for employees to assume new re- 
sponsibilities and to use special abilities und knowicdge/Training emphasizes 
I increased ei^cctivencss, mi the supervisor, will make available opportunities 

for advancement for those faculty ^d supportive staff members ^who have 
appropriate abilities and qualifications. \ ' 

U4 EncoufiB^mwl of Fuhh«r idfucafion 

» ^ Faculjy and supportive staff members arc encouraged to take advaiO((age of 
: oppqirtunities for special and relevant study as long as such study does not 

interfere with the work performance of the individual or reduce the^ efficiency 
of ^e unit ' ^ / r 

As/igncd research du^ of up to three n^/flSths may be granted to library 
I faculty members for research afad/or further study in a relevant subject arca« 

Sgbbatical leaves may be grahted to faculty members upon completi^ of sisc 
y^ars continuous service.^ Twelve months leave with half pay, or six months 
l^ve with full bay, may be granted for study or research in library science 
r in a subject field. 




'At this tiiAe sabbatical leates for faculty of sute institutions are not permitted by Ohio law. 

f 
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letm wichQuye pif, up to ooe ;ireiur In leogdii m$f Ut granted loc jtudjr or 
for ottier tt$Mm to faculty $od supportive suff« Applicadoa for labbatjail 
[or other letye is inade to the director of t^ iibrarjr diirough the unit hetd« ^ 
lacultf meml^iirbdt tre grant^ such Id^res are ei:pect^ to remain w^tfai 
the librarjr for at least ode year after the conclusion of the leatc* f . 

Information regiMrdiog schoUrships^ fellowships and special grants in: library 
science or a swjecKfidd is liuule available to die hmtft 9m qualified per*' 
* , sons are eiicouraged tov take adypuitage df such opportimitles. 

^ When mutually satisfactocjr arrangements can be made, exchanges between 
outstanding facul^ members attd recommended »libtarians in other instini* 
V tions, either in this country or abroad^ are desirable^ : 

fr t fa aa l tnal Ibadijnf «hd1W Affillati«iii aind AcHvMot 

^ Faculty members arc expjccted to keep abreast of library literature and publt- 
cations in other relevant fields. . ' ^ 

Ijbnbership and committee work in professional, iduatiooal and academic 
^ organizations are of benefit to the Aunilty member and the library and are to 
, be encouraged. With the approval of the director of the library, a reasonable 
imount of time and seaetarial assistance^is allowed for work on such com-, 
mittees^ . / . 

Arfangemcnt for attdodance at lecture^ professiocLal meetings and conference 
Is made with consideration given to the needs of the, faculty member's area 
of responsibility. Active participatipn in such meetings is encouraged, and 
time with pay, including travel time, is allowed for faculty members to 
attend such meetings. The library subsidizes the expenses ofqfficially desig- 
nated Vfepr«[entatives and those faculty wlib are on programs and/or are 
members of oflficial committtcs. Whenever possible funds will be made avail- 
aible to others, Supportive staff members may be allowed to attend meetings 
of inter<^j5, and time off with pay is all(^cd. , 

Faculty members are. dtpcaed to en^jpigc in experimcnttJ a^gtivirics and re* 
search and to publish material which rcontrlbuccs to professional knowledge*. 

KIVORMANtl EVALUATIONS 

Supervisors report on the work of their employees on a regular basis. Evaluations 
rewting to teaching, research, publication and service are required annually for 
untedured. faculty members, lliese are -submitted to the director of the library 
and provide a partial basis for promotion, salary adjustment, trat&sfcr and dismissal. 

Tenured faculty are reviewed every f<jiur yoars following the procedures ouditicd 
above for untdnured faculty. This evaluation forms a part or the documentation 
for* promotion, salary adjustment, transfer and di$missaL ^ - 

The evaluation report for both tenured and mitenured fapifty is discussed^in con- 
ference between the supervisor and faculty members and serves as a formal 
record bf the appraisal. The faculty mdnbcr is to sign the report and may make 
comments ^00 it ♦ 

• a. . i> . ' 



Suppwive $taff members ate ey tliittecL jr^ljr tod are aUo given the opportunir|r 
foe cogences with the supwisot. In ewe the report is to be ligncd by the 
sujE^is^^d staff membet Who may make coodments if desired 
During thcSprobatiooary period, coaferenceis arte held regiUarly, lakewis^ diiriag 
the probatiomky period followiw promocipn, conferences and reports are required, 
la case a supervisor £ndl a jstaff member h not performing assigned duties itt a 
aatisfactoTf manner, discussibns are held with the employee, who may be givm 
further opportutiity to improve or be transferred to another assigmbentv it thii 
dm be arranged. ' ^ * ;V 

V« raOMOTfONS, TKANSfRS, DIMOTIONS, TENURE 

A/ Administr^Hv* Prot^Mtkmt 

Wim there are vactocies^ the library evaluates candidates for promotion or 
transfer who are alrcady on the faculty* or suppdrtivc^ Jftaff and who have the 
qualifi<;ation5 for the pOlitiOn. The lit^ ir also free to seek candidates 
from sources outside the library in order\o fill each position with' the best 
qualified pcrsou. ■ ' \ ' ^ 



/' Announccihent of a vacancy is mlways made to faculty and supportive staflf, 

Any membet of the faculty or supportive staff, itonsidcred qualifiod 
for the vacant position either ortiUy or in writing to the personnel admini- 
strator. ^ y 
Promotions are based upon evidence of satisfactory performance as indicated 
on thtt^egular evaluation foirms^ service performancei promise of future de- 
velopomt, and educaUonal,| technidd and personal qualifiations. Senioritjr 
is a factor . in cbttfideratio 
qualifications^ 

I Promotions are provisional ioz supportive staff members for six itiondw.^ 
/ Duitlng this time periodic reports arc made by the immediate supervisor ol 
any other person whose opinion would be valuable* If an appointee fails to 
Tmcet the rcqulrcmehts of^ the position during the provisicmal time as evl- 
' / denced by the periodic cyaluaklons, the person is retiirncd to the former leVcl 
/ ofj^esponsibility^ and ^salary IV ithout prejudice, / ^ 

It Is K>nietimcs i)o«siWe, when the oppormnity /arises, to place ja ficulty or 
supportive staff member who shows evidence or ability for adyaixcementi in 
; an acting^ f)Osition at a higher level of responsibility in order to test this 
abilitjr. 'An appropriate salary^ is included in any temporary tratjsfcr to such i 
a positioa 



^Uoless coocnry to state law. 
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Mz' .. Transfers ^ ' *' ^ 

A transfer, which Is the shtft of an employee to another assignment ztibit' 
p -^n sMmc le^cl ol responsibility,^ made to another imit when feasible or ncce^^- 
"•^•^ sary to provide bitter placement or more effective pfcrsonniel utilization^ in-' 

service training or additional or wider eicperience. ; " ; ^ 

If for reasons of ill health, age or other responsibilities^ an employee is* uiuble 
to~^ulfill the requirements of a position^ and if ^circumstances permit^ that ■ 
employee may be transferred to anoth^^ 
sponsibility invcdying less strain, or tb pMurtrtiine employment 

Tratisfers are discussed in advance with^^ d^^^ and the 

reasons for: the^ transfer atic fully etplained. Consideration is given to the 
employee's wishes regarding the traiuifer. 

C. bamofions ^ ^ 

If a faculty or suppottlve staff member does not perform the duties of a 
position, the mployee may be* placed in a {X)sition at a lower level of rer 
sponsibUity. This Ipwer 'level^carries witih it a lower level of competisation.- 
Previous warnings, at least one time in writing, and oppornmity to improve 
must have been given pripr to suqh a move. 

D« Acadanik Promotion , " 

V Library faculty wiH follow the academic promotion procures of the ^institu^ 
tionasm^ ■ : ^ ^ . • ^ ■ 

E. Tanura . - ' , . ' . ■ \ ■ 

AppointtmeQt' to a position in tiA library carries with it a guarantee of the 
'^prii^cipies of tenure and intellectual freedom ^as de^ed by ;he American 
Library Association in its statements "Security of Employment in Libraries*' 
See Appendix) and "Resolution on Loyalty Prograig>^^ 

Allowing the saifisfactory completion of the prbbationairy period, faculty or 
supportive staflF ^embets, xmlfess appointed on a temporary l^is, are assured^ 
of continuous employment ^is long as duties are performed competently and 
in accordance ^idi die general polidies as (Mitlined by the/board of trtistees 
of — — JL^^. — Specific proc^ures for^granting faaifiy mem- 
bers oenure may be fOupd in the faculty ^andbook. > ^ 

SEIM^IUTION IllOM SER^^^ 

A.' . Retirement . .. , m^.. ■- . -..^ 

Voluntary retirement may take* place after twenty^five years of service or at^ 
' age fifty-five. All faculty and supportive staflE^ ate automatically retired at 
age> sixty-fiive. Notification of the retirement dafesfa given the employee at^ 
least fix months before the final date of empbyroeiiL After this date the 
retifement sillowance of annuity-oprovided by - - is in effect: 



lte$ignations 

Resignations ire direaed in writing to the^direaor of the library, Norm^Iy # 
resignations of faculty members wiD be effective at the end of the^iine-mo^th - 

contraa an^ idcfldUyj^^ three will be giveaJTjsro we^b>.noflce~^ 

. is minimum Tor supportive smff members. — ^ ^ 

Whenever possible, exit interviews are* held with all. employees. , / 
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:d oftt^te^ of . 



upQti the 



the library, 11^ kdvice and counsd of 
^n .mayv be obtained; ^ v V 



DisfnisMil 

'EBisiiiissi^ at«^ joiade hfiht 
f eccMiUii^ of die dir< 
legal rej^resnitiid of the 

lnfieiii|Nrteii^ or Unfitni«s 

the security of lil^rary mployetes oil 
p^aoMj^^ the fitness of faculty and staff mem 

qu^ d^ing the jprblMitionajy^^ diat cause 

for B^is$al: wilLje^ arise except undeic unusual circumstances. Procedures 
"for. dismissal ^^culty members are desa:i1^ the faculty handbook ind 
fbr suppoiti^^s^^ mepbetsr in the non-academic e^ 



T<irtrn{ititt^ri^f^^ 

An loi^iOjrw 



the %e4 x>f tlie jlaw* 
faculty handbobI<^ and 




condua which is criip^ia^ injMaoas ik did(ion(^t ;iii? 
ject to dismissal, Procedures are detailed in ^i^>i 
'^acadenuc employees handbo^ 

. P.'- Hnandaii Bdgtney^^ ^ ' ' • ^ ^ . ' 

■': In the event x>f clea^ eVident-^SnandaLoEige^^ 

^"^Tie ncctSssaty to terminate the of^hTjraigr^Bd^ If this should/ 

^' :.'y'\oaxa appropriate evaluations and length of service wiU^^^^^ int?) opni 
" side^tbn j Ivfotice w advance as possible (in na case less 

member or. three months f(M: a supportive staff; 
mctaber,: inicludi^ vacaticni du'eO /If rc<3lji«tcd, th^^ is given 

the op|k)rtunity f or ia hearingff which h^ 4^ys in advance;^ , 

Bvety assistance is given the employee in finding a suitable position els<$whei:e> ^ 
and ah explanatoity statement is given^f 

O. Discontinuipnc* of ah AeKvity ^ 

}n an exceptional case, the be$t interests of the library may waitant the dis- * 
continuance c^^urt^yl^ of an activitjr^ Should either actlbn ' become neces- 
sary, every efl&rt will'be made to transfer the ^taff memt>er thus affected 
to another activity for which the person is quadified. If a transfer cannot be 
arranged^ tti early notice will be given (in no case less than one year for a 
- - faculty mmber or tluee m^^ for a supportive staff member, including 
accrued vacation due) ; and, as in the case of financial exigency,, eyety possible 
iissistance in finding another position. " ^ 



VII. 





EMl»tOYEE tflATIONS^^^^^^^^ , 

JEaCh member of thellbj^ury faculty and supportive staff has a significant,^^ to play 
in achieving libraty objectives. J^ch supervisor has the responsibility to^ establish 
and maintain an environment which encourages and^^jCi^ffizes eff^cive -and 
cf^atiye individual contributions to the total effort ^ 

A« Participation In Managemenjl^ , ^ 

Each ii|>rary employee should' hive an opportunity to contribute to the formu- 
^ lation of j^Ucies and procedures. In matters affecting several units, th(^ director 
of the iibraty seeks advice from appropriate individuals or committees. In 
each unit^ employees and their supervisors work together to formulati i policies 
'and" to ilMfOve procedures. Suggestions Smol individuals for chmges in 
policy or procedures are welconied and are made to the immediare super- 
visor, tOvthe appropriate committee or through the stiaff prganizatioa. 

•.144) " 




essential that thete be coinmiiaication betwieen 

V "the vfec^ty, spppoftjve staflF and andministration and^^^ong individuals in 
. ^^-'i^ invdnring the library's policies and prograrnj^^TowariJ this end meet- 
ings are held on schedule or upon special call. Itesje^include faculty meetings, 
^t meetings^ and dieetings with all those en^ed in service^ to special groups. 
The' purpose of stifl) meetings is to explain matters of /policy; to discuss 
professional problems^ new trends^ techniques and procedures; to consider 
, buttiers involying the iFaculty and/or supportive sta£F and their interests; and 
_ ^ to promote progress.itttthe lihrtry profession. Oppoiptuhity is given to every-* 
' ; one to suggest qupstions- for consideration. Programs may^be. placwd by 
I' ; committees and all f ^tul^ and supportive suff are urged to take pa^in the 
discussion of common problems. 

\] ■;. .■ ■.• • ' ■ , •• . 

C Staff Orgaifixaffions; 

^ ■ l^e Ubrsucy staflE organi^tion is an opportunity for self-expression and leader- 

y ; ship and is a channel for the interchange of opinions. It is a means of making 

. f tl)e ideas and interests of the supportive *sta£F known to the faculty and ad- 

' ministration and. of fostering harmonious relations knd cflFcaive cooperation. 

! All employees are eligible for membership in the library s^ organization. 

- ♦ ' The library administrsttion also encourages and^ cooperates \sritl^ other regu- 
^ ; larly. orgaiii^ed responsible groups of Ubrary employ^^^^ 

when not needed for service to the public, is avaiyble fdr g^oup meetings. 
Represenutives of the staff organizations may submit to the direaor of the 
library personnel probliems, resblutions, petitions or{ suggestions for the im- 
ptpvement of *ihe service or betterment of the working conditions of em- 
ployees in the knowledge that all will be fuljy considered The director of 
^'libmry will respond to the groups through the appropriate! group oflSce 
cSn all st^ch matters. ' 

Dv ^ Complaints arid GriftvancM ; 

When a problecn first arises^ &e supervisor concerned will try to solve .it. If 
no satisfactory solution is found, or if the staff member thinks that the prob- 
lem has not been considered fairly, an appeal may be made to the next 
\ higher administrative authority or to the personnel administrator or, if the 
need arises, to the director of the library. Failing a mutually satisfactory jiolu- 
tion, the employee may take the^problem through formal grievance procedures 
to the Nchicf institutional oiOScer, who, through a representative, will arrange 
for a hearing. Information about the campus grievance procedure is available 

. ' in the library jpcrsOnnd oflSce. AU library employees wiU receive a fair 
for grievances. ^ 

Vili. WORKING CONDITIONS 

■» ■ ■ ^ ' 

IK. WELFARE AND ECONOMIC CONOiyioNS * ' 




* See Ohio libnur Association's "RecommendationsSfoi Minimum Basic Working Conditions and 
Ftifl^ Benefits fot Oliio Academic Libnuy Employees." 
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RECOMMENDATIONS FOR MINIMUA^ BASIC WORKING 
, CONDITIONS AND FRINGE i^EFlfS 
ACADEMIC LIPRARY EMPLOYEES 



L INTRODUCTION^^ . K * 

Decisions on working conditions and fringe benefits for college and university 
V . i>crsoond rest with the respective boards , of trustees with recommendations from 
the adnmiistratipa of each institution* Itf is assuined that dnployees of academic 
libraries will gettef^y receive the same bcn^ts as those accord^ to othac em- 
ployees of the iame ihstimtion^ tlut those benefits should not be less than the 
minimnms recommended herein^ arid that all prof^ipnal staff holding a fiflh year 
^-i-^librar/ degtee or other advanced degtfce; shall be accorded faculty rank widi its 
iccomp4nying benefit^ as provided f6r other faculty of the iriistimtion. 

II, WORKING CONDITIONS 

A. HoursofWbrk 

Professioihal (Faculty) staff mcjiibers should devote as much time as is re- 
quired to fulfill the responsibilities assigned. Normally they should be 
scheduled for the same contact work load as other faculty of the instimtion. 
Titatf'" devoted to teaching of library courses should be iiiduded in the 
scheduled work load, as well as a reasonable amount of time for research 

4 for pj^icipation in p^rofessi^ruJ a ' ^ -j 

^j)^porttve staff mdnbets' should work no more than 40 hours per wftk on a 
four^rfiye-day skietjulc arrang^' by the head of the departmentyor unit of 
service. ^ ^ ' i ' 

Staff .members should work legal holidays (aS designated by the institution) 
and overtime only when authorized by their supervisor. When such work 
is performed, it' must be paid at .1^ the normal rate. 

Vacation 

Professional staff on a QOfMal nincf-moilth contract do not have specific vaca- 
tion provisions. Those otikt elevens-month contract should receive no less than 
22 working days per year. \ 
Suppiprtive staff working on a regular schedule at least one-half time should 
be granted vacation time (with ]pay) no less than- the following: 




Length of .Service 
imder 1 year 
.1-7 years 
8-14 years 

15-24 years 

25 year or more ^ 



Vacation Earned 

per year 

none 

SO hours 
120 hours 
160 hours 
200 hours 



Vacations must normally be taken within the vacation year in which granted^ 
Deviations from this must be approved by the head librarian and the appro- 
priate academic personnel officer. 
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Side leave, with pay should be ^owed to all regularly scheduled 'iemploycei 
; Noticing half-time oir more; Thcjf allowance should be granted when employees 
arc incapacitated by illness or injury, when they have been exposed to con- 
iagious disease, or when they inust be absent for medical, dental, or optical 
r , / examinations and treatment w|iich can not be scheduled outside of working 
/ hours. Sick leave at the rate of 1.25 days pet month (cumulative to no less 
• / than 1^0 days days should be allowed for full-time members of the staff and, 
/ 00 a pro-rated basis, to regularly scheduled part-time employees Vho work at 
least half-time. i 

Emergency leave widi pay should be^;ranted in case of serious illness, injury 
• ' ■ - or dc^th'of a member of- the i|mm63iate family or household of an eimployee. 

• The amount should depend jupoo/ circumstances but normally would not 
exce^ three working days. ; / 

Matetnity I^ve with pay sho^d be granted up to the amount ol sick leave 
and/or other earned time accumulated, with any additionai leave to be 
gf anted without pay within lifmitation^ presaibed by the governing board j 
pf the organization. " 

b. Sal^bitical andi Oth«r UavM JjF AbMiic* 

Proi^essional ^taff should be graAted sabbatical or special leaves, with or withf- 

* out ipay, OQ thie same basis as any other faculty member within the frame- 
work of institutional policy. \' 

E. OthirTimaOff 

By law staflF m\ist be permitted time oflF f or selective military service and 
jury dtity either with or withoulp pay at the disaetion of the Board (or 
Orgaiiization). \ ,1 

III. WELFAtE AND ECONOMic BENEFITS ! 

,;^.A.,„. Ihturanca ] 

All library employees should have available to them the same group hospital!-^ 
zation and major medical insui;ance plans which apply to odber faculty- and 
staff of the institution. ' ^ 

B. Pansions 

All library st^ should be eligible for coverage in the pension pjan authorized 
by the institution fpr all other faculty and staff. 

C. Tuition Faas 

Library staff members shall be. eligible for the remission of tuition fcfis^t the 
institution under the same t)rovisions available to other faculty and 



staff. 



Tanura 



Professional library staff should be eligible for tenure as faculty members 
under the same regulations which;jgovern the granting of tenure to any faculty 
at the institi|j^on. 

Approved by the Ohio tibrary Association Board of Directors, June 7, 1974. 
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INTRODUCTION TO MODEi: PERSONNEL POLICY 
FOR PUBLIC LIBRARIES 

The - Libracy is h body politic incorpoface established under^ 

the laws of tiie State of Ohio, T|ie' governiag body of the library is the board of trustees^ v 
appointed under the laws of ObiOt The board has wide powers to establish^ promote and 
maintain library service. The board's responsibilities include selection and appointment; 
of the chief librarian; securing|of funds adequate for a progressive^ expanding program; 
control of library funds/ property, and equipment; and promotion of library inl^erests. 
The board approves the appointment of all salaried staff members, acts on the policies 
and budget recommended, by the direaor and is re^sponsible to the people for library 
activities and services. * • >^ 

The personnel policies as set forth in the following patragrapbs have been adopted as 

official policies as of ^ and shall be reviewed unnually. 

(date) * 

Note: In libraries where there is no personnel Officer or personnel office, duties required 
of such a position will be performed by thed&ector or a person designated by the director. 

/Signatures — — ...-^.^ — — 
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lODEL PERSONNa POUCY FOR PUBLIC LIBRARIES 



I. APfOINtMENTS 



/ 



A« <R«ctu{fniMit 

%t librtry is tn cqutl opportunity employer tnd practices a poli^ of aflirma- 
rive taion in hiring tad promoting .without, rcgtrd to sex, age, race, creed 
;r' 6r ethnic ori^ Whenever pofsiblc, positions are filled by promotion within 
' the staff. Vacancies within a library should be advertised to existing staff 
/ members for their information ind consideration. If no qualified memher of 
\ the present staff is available to fill the qpening, the position k advertised in as 
wide-spread a manner as is necessary to secure qualified applicants. A written 
application must be filed with the personnel office Or equivalent, 

R. S«l«€tion V . ' 

Selection of staff members is hascd on the rcqiiirements of the position, with 
due attention to educational and technical qualifications, as well as personality, 
intellectual ability and general aptitude ^or the position involved. Every effort 
is made to fill positions in th^ professional cUssification with suitible appoint- 
ments ifrora appUcants who tSive tccciv<id% degree in Library Science from a 
college or university of recognized spmdin^. Once it hi^' been established 
. th&ta positioo^equires the expertise and educational badcground of a librarian 
__^^ith a Mastitrs degriec, applicants of lesser trac^jliyf arc not considered unless 
a radical change has taken place in the nature oi the job. In an effort to main^- 
tain library service of the highest caliber, replacing professional staff with 
para-prof essionaJs for purely financial reasons is to be avoided at all times. 

Appointment of members of the immediate fainilies of the library board is 
prohibited. Appointment of members of the immediate families of ad- 
ministrative officers, even for hourly employment, is made only^wlch the 
approval of the board of trustees. 

For tempotary positions,^ preference is given to persons with qualifications 
which would entitle them to j:onsidcration for permanent positions. A staff 
member who resigns is eligible for reappointment at a future time and may 
be considered when a suitable opting is availably providing qualifications 
are satisfactory. iPormer, employees re-entering service of the Qbrary shall be 
treated as tieV employees. 



* Appointments of all salaried personnel are made % the library board pn 
recommendation by the director^ The personnel ojficer informs each new em- 
ployee, in writing, of the exact time and naturp^.of his appointment. A copy 
of the personnd policy and the Job classificat|6n and pay plan are also given 
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D« Prob«rioft and Tmura* 

J* . ./ . • • ' 

Etch oeiw professional *staff member is considered to be on probation foe the 
first ye« of cmploymenr, other employees for six montts. If, for any reason, 
the adininistration wishes to* terminate employment during the probatioQ 
period, it may be done with the usual notic& Dut without, tbe right of apjE>e$l. 
A review of the employee's work performance is made midway throu^ the 
probationary pedod as well as* at the end of it Revipvs should be Initialed 
by t^ employee^ or the evaluator should sign a statement declaring all points 
in the review were discussed with the employee. This review will be discussed , 
With the employee by die department, division, or branch head.'Upc«i pro-i 
motion or ^tradsfcfr an employee enters upon a new probationary period. Ii^j 
extraordinary circumstances a probationary period may be extended — not\ 
to exceed the period of the original term. 

After (Completion of the probationary- period,^ft^employment (but not 
assignmeot) of a staff member, unless appointed on at^^rary basis, carries 
with it t^e assurance of continuous and permanent eo^poyment as long as 
the employee performs assigned tasks coii|petently and in accor^ce with the 
policies of the Ubrary. (See VI C) ' -"^ ' 

. . CUSSIFICATION AND SALARIES 



A* Job datiif icArion 

All ^itions have been analysed, classified and placed on the salary schedule 
so that those requiring similar dudes and responsibilities are grouped together. 
~ Each position or class of position^ has a written job desaiption. 

Positions are reviewed periodicallr to take care of changes in duties and to 
remove inequities. No changes smll be made in the classification unless b 
radical change has taken place in the nature of the job. A risquest for review 
of any position may be made to the personnel office by the incumber oc 
supervisor. Vacant positions arc reviewed by the supervisor and personnel 
officer before being jpostcd for applications. ^ 

B. Salarbs and Incroknmtft 

The salary schedule has been established by the board of trustees. Each 
position has been assigned a giade in accordance with the salary schedule. 
Inaemetits will be granted on a regular basis d6pending upon performance 
and tenure. Scheduled periodic reviews of the salary schedule take into con* 
sideration current library salary standards, cost of living and pay for com- 
parable work elsewhere. Salary adjustments should reflect continuing educa- 
tion. In ^all cases the library's salary scale will abide by existing laws, such 
as that pertaining to minimum wage. 



See Appendix iot American Library Association statement of security of employment 



iL SrAffDMOMMNT ^ . 

AT!^ .. Jll■^^lvllWl'i^MJ^^I^^^I■ 
■ ' ■ ' * ' \ • ■ ■ ' • ■ 

Chrientatioa and traiiiiog Mtt ptotided for «U new sta£F manbm A\$a£ 

tfwu^pfogram designed to encounge conctnupui det^opmenc of em^lojreei; 

to ptbmoce quilirir p^orauukeriad job MtimcrioQ is pctt of libiiu^ p(Hicjr< 

In-setrke ttainiog u designed . . 

Memo^ staff btdletin^ bullecift bdacds, etc will be utilized to keep mil . 
infocmed* ^ * ' 

IS. Staff Mf eljpifa \ , ,v 

^ )n Older to praoxKe cbopelra^ 
regular staff meetings keaching«U lerek o£ staff is maintained 

D. A4vtiMMlUucjrtiMrv 

Fuitbet eclucatioo is dkbunged 9)1 all lerds. 

. B* PrafaeilM^i AcHvMm ^ i 

It is policjr to eiicoutage membership by staff n^embers in the Ohio Lil 
* Association, the American library Association, and other professional organil 
nations* Time with p*y may be allowed staff members wishing to attend , 
meetings aiod codfereoces sponsored by professional library Oft library^idatedl ' 
^organizi^t;ions of ^hiqh they are member ' ^ 

Within the limitations of the budget, the director will request funds froml^ 
the boa^ for financial 'assistance at. conferences. A rca^pnabl^ amount jof; 
. preparaiion time is allowibd staff members participating iin programs. 

- " ' ' ■ ■ -. ' . ■ i ] 

' . ■ ■ ■ " • i ■ 

IV. PiWORMANCI iVALUATlON 

* • " . ■ . 

Performance evaluation fofins with instructions fot rating arc scrit'^^out annually 
to supervisors for ail staff members. This form is the. basis of an appraisal inter- 
view betwcien xHe employee and the immediate supervisor. If he desires, the jem- 
ployce may request the next immediate supervisor to t>e present also. The complete^ j 
form is to be signed by both the employee and the supervisor and is avaihble upon i 
request to ^the staff member. ; ' ! 

Each new member of the st^iflf is rated at the iJnldrftjint Dl^A the^i\d of his proba- 
tionary p^iod. .* • ' 

Performance evaluation interviews are used for tKe development of each individual 
staff meo)^; for consideration of transfers, promotions, and granting of inaeases; 
and ia replying tp^requests for recommendation! 

Poor performance should be discussed with the staff member, and directions and 
deadlines for im|)ravement should be a part of the written evaluation and interview. 
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V. NtOMQlioNS, DfMOTIONS AND TXANSRItS 

pjromociods tte based lipoa evidence of previous sttisftctpry pcrfofxotnce. If 
Mh tmplojee fails to fulfill the duties an4 responsibilities of^a new positioci 
while on probation, the employee may be- placed in a lowd: grade position. 
Employees may apply by letter for promotion as positions become vacant, ^ 

B. Transfers « 

Transfers are changes in assignment in which the salary Remains the same, 
but the job duties <pay differ. Transfers may be initiated, in writing, by 
library adminisurators or by 3taff membefs. Transfers of pcr«>nnel are made 
for the good of the service and the development of a staff jdiember's potentiaL 
Whenever po$slblc,^the needs and desires of the. employee are taken into con- 
sideradon. Transfer should be made pnl^ tttct consultation with ^e super- 
visor and employee involved. 



Vi< ^TERMINATIONS 

.-3 

Ai RstirMiiints 

' ■ * ■ • ■ ■ *' 

Retirement from the library is compulsory at age 6? and will become effective 
at the end of the calendar month following ^e month of the cmpjojree's 
birtihday. In some cases, because of the needs of the library, th'fc Director with 
the approvnl of the Board may ask a staff member to continue in /position 
beyond age 65 but not for more thjin one year at a time. If an employee be- 
comes unable to fulfill the job requirement, the employee may/be^cM to 
take early retirement. 

The personnel o^ce will discuss retirement wijh the staff mem^^and the . 
supervisor six months prior to the 65th birthday. ^ 



Ksiignitlohs 



/^n cmplpyce who mtends- to resign informs the immediate supervisor and 
-^thcn subiiits a writtch resignation to the director* Four weeks notice (before 
the last working day; is the minimum required for professional positions, 
and two weeks notice for other positions. Whenever possible a staff member 
in an important ^administrative position should give a longer notice. 

C. Dismissals 

Employees are dfsmjsscd or suspended by the board upon the rccommendatioh 
, of the director.' J{h fsnployce may be dismissed for incompetence and linfit- 
ness, insubordiniitiOn, frequent unexplained absences from duty or conduct 
which is aiminal, infamous or dishonest in the eyes of the law. A warning 
is always the first step toward dismissal. In all cases, where the facts ate in 
dispute, the director shall inform the accused employee in writing of the» 
charges and offer an opportunity to be iieard by the board. This hearing 
shall be held at least 10 working dayi^ after the written charges are %ent to 
the employee. The employee may present a viewpoint and may ^k the staff 
association or another interested party, to speak. 

%4 , ' . 
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R^tmichmMf 

Hinancial exigencies, disu^ges in libmy service, realignment of functions oir 
tdbptioa of new methods may requite the elimination of positions, l^educ- 
tibns in staflF Will tfien be made Jn this ordert (a) those who have passed 
the retirement age of 6S and hi^ve be<fn asked to continue in employment^ 
(-b) those who have the poorest" service and attendance records and (c) tho$c 
widi the shorter periods of service. In such cases, as much notice as possible 
shoujd be given, AflFcctcd staflf^mcmbers' should have the opportunity to ask for^ 
reassignment to positions for which they are qualified. If requested, tne em- 
ployee should be given an ppportunity iqi m bearing by the Board of Tnjsfces. 
If no appointment can be made, every as3i3tance should be given the em- 
ployee in finding a suitable position elsewhere. A- written explanatory state* 
ment should -be. included. / * 



Any employee witK> grievance must first discuss it fully witli the Immediate 
supervisor. Should they not reach an accord on- the matter, a second meeting 
will be called by the supervisor within two weeks' from the.timc of the com** 
plaint; this liiccting involves the director, the supervisor tand the employee. 
Should no accord be reached, the employee must make a written statement 
of the problem^ C)ne copy will be presented to the direo^r, and. the other 
mailed to the boo^d of trustees. A meeting with representatives of the board^ 
the director and the employee will be held within two weeks and the prob* 
lem will be cesolved. Failure to comply with grievance procedures may result 
in dismissal. A ijecord of these proceedings .must be kept on file^ by the 
personnel officer pr director. * o ' » - 

The employee may ask the staff association or a union to act as representative. 



• See Appendix A for grievance procedure for a library withwtstff association 




VII/ IMHOYIi RBATIONS 




M itaff membch are ex|>ected to give a high standard of service to ail fttroo^'^ 
xeffitMt^M social standing sex, aced, race or age. -Staff members are en- 
^iburag^to take an aietive interest in the concerns of the community in which 
thcy/worlc* 



Employ;!es aib expected to cooperate with their supervibors in lattaining the 
common gm^A of the library for whichythey worlc. In resolying problems ht^ 
tween employee and supervisor,, the employee will follow the atahtished chain 
command. If prii^lems Canndc-b<Hresolved in this manner^ see E| Gfhvm$c$ 

^ Pforfrfiy# mdet VU, TERMINATION^^ ^ ' 

. . • ■ ' . > p 

Supervisors welcome *inquiri« and suggestions from employcei* The ciii- 
ployee has the right to expect direction trom a designated number of, super- 
visor^ thus avoiding ep^yftictiag dircctioos^. ^ ' 

Staff Vo<^ms , * 

A staff room shall J>e maintained for the use of employees only, Bmpldyces ^ 
who avil thec^seli^fcs of the'' facilities ar« responsible for maiptaimng the 
general |cl^41iiness of , the room. Staff rooms shall not be available to, the 
public, ii6r $hiu tbey^W ; ^ . . . 

E«' Pi«f«tatdiif t Attituffot i < 

It is e3rt><ected that the conduct of the staff members tOwatd the public and' 
«ich omcr will reflect favorable on the image of the library, 

F. Special RMponiH>iliH«t ' 

itch employee is r^poasible for providing the personnel office and super- 
visor with current address, telephone number, and an eij/fcrgency coiicact. 
The staff merpbcr is also responsible fot all keys and/or other ttq[Uipment . 
given in trust and the return of same upon termination of cmpl6ymcnt. \ ^ 

O. Staff Atsociaftoii / ; " ' 

Members of the staff arc invited to join the staif association which is or^izcd 
* ■ to further the lll^rary profession, to advance the libra^ and its influence jn 
the commuqig^, to stimulate interest in reading and to prdmotc the inutual 
, understanding afl^ welfare of the staff, / 

The staff asjsocia^n sponsors professional and education'aj^ meetings and 
activities; it'may send a representative to regular mcctiri^s of the library 
board ^ • 

The staff Msodation may represent its meijAcrs in a ^ifeva^ce procedure. 

,Thb staff association is affiliated with tlie Staff O/t^^n^tions Round Table' 

of the American Library Association and the Ohij/Lib^ Association, 

. 7-7 J. . .. 
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VIII. WOKKINO^ONDmONS* 

IX. WELFARE AND ECONOMIC lENEFITS** ■ ■ ^ . 



RECOMMENDATIONS FOR MINIMUM BASIC WORKING 
CONDITIONS AND FRINGE BENEFITS FOR 
PUBLIC LIBRARY EMPIOYEES 



i. INTRODUCTION 



Under die provisional of the dMa Revi^ wide 
powers; Libraries mxf wish^ refet to the appropriate seaions o£ the code for 
additional gmddine&^atfedrml^^p^ employees. Hiis OLA recocbinendation 
should be codsidered a minimum foi£jdpption by library boards. ^ ^ 



11. WORKING CONDITIONS ^-^^ 

A. Hours^fWork ; / 

''Profe$sional> desical and maintenance 
■ on a. four- or five-day^ p^^ of staff in professional 

activities shall be encouragad, and a ireasonable amount of time and expense ^ 
i »imbmsement for such activitiw shaU ' ; " 

-.B. . :Ov«rtim« ^ ' .\ ■ . 

; V . Overtime work must be approved in advs^ce by the immediate supervisor. 
&eimbiH$ement for such overtime shsdl be paid at 14^ time. ^ 

• C. Vacation i . 

Annual vacation shall be allowed as follows: Professional staff-^22 wor)cing 
days;'' Qerical and Maintenance sta£F— 10 wodcjng days and one additional 
; day (up to 12 additional days) for each year" after .the fifth vacation year". 
Vacations for part-time staff working pne-half time or more shall be com- 
puted on at pro-rata basis. No vacation shall be allowed for part-time pages 
or other occasional hourly employees. - 

p. Paid legal Holidays 

Nine legal holidays are allowed — New Years Day, iPresident's Day, Memorial _ 
Day, Independence Day, labot Day, {Veteran's Day, Columbus E^y; Thanks- T 
giving and Christmas as designated by Federal and State IaW« Other holidays 
may be designated because of accepted praaice in the local community. 



^ See Ohio Library Association's ''Recommendations for Minimum Basic Working Con^ 
^ ditions and Fringe Benefits for OhiQ Public Library Anployees." 



E. SickU«V« 

' Foll'tkae staff shall earn 1.25 "days side leave per month, to accurn^ ate to a 
total of 120 days; patt-time staff working half-time or more shall \ am sick 
leave onj; a pro-rata bisis; part-time pages and other occasional hoirly em- 
ployees do not ear^ sick leaver 

Emergency leave with pay shall be granted to a staff member in thfe case^of 
serious illnesSy in jtuy» or death of a member of his' imme^ 
hdd. Hie amouiit should depend upon circumstances but normally i^ould not 
exceed dufbe, days. 

iick leave 
gnmted 
of the 



le 



boAid 



' Maternity leave with p4y should be granted up to the amount of 
and/or other earned time accumulated, with any additional leave to 
without pay within limiuticns prescribed by the governing ' 
organization. * 

F. UavAofAbsmoi 

I^ves of absence without pay are subject to boiud approval. 

6. Oth«rTim«;Off 

By lipr. staff must be permitted time off for selective military servio ? and jury 
duty either with ot without pay at the discretion of the Bc^d. 

WEUARE AND ECONQMK 

A, Intunnoi ; . 

\Jmployees shall have the ppportiinity to participate in a group ^loipital and 
major miidicsd insursmcie pla^ with the library contributing at lea^ a por- 

By law all eligible employees must be members oiE the Public Einployecis 
Retirement System of Ohio. V 



Af^Oi^d by^^e Ohio T^^^^ory Attnctation Board of Directors, June 7, 
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MODEL PERSONNEL POLICY FOR 
GOVERNMENTAL LIBRARIES: A GUipELINE 
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PiRSONNa OUIDEUNES^^'f^ 

1. la geo0;il the i>endiifid jpolicf for goremmeat libmians will be coottotted bjr 
the agetkf tod ttie pcUcf wjil be the sam^ Ibr all «Sbiried emplojces of tbe 

' Of guiLaj^iofL / 

2. A gprenimetic libttrian working in « govjeriimeot libxaty is ttettedi ms a gjo^' 
etiimenc employee^ tod ts such^ eo)opi the sune bcn^ts U everyooe eke in the 

' tgenqr ,!!! whidi he is employed. ^ - 

3. A gorenvnent libftnin is t ptn of the resettch ^d develc^edt team. He sits 
. in on pidiniiotfj pltoning In order tt> ; obtain an exact picture of the infacma- 
. of die agency or members of specific departmenjE^. 

4y The government Ubrarlao partitipa^ in such decisions as the size, quiUfica- 
tiods and selection of both professional and supportive staff. 

5. 'the govetojineiit librarian also participates in decision making^ o^nCerning 
f' fifties and equipment for the library;' 

6. llie^gbvernment iibrar&n participates in budget planning and decisions af-* 
. ^ fectjng the library, 

. 7* The employer shall strive to mainuin a staff of such sixe t^t the supportive 
staff is responsible for the management of the deripd and routine operations^ 
vthus'freeing ^e librariam to W(M:k in t^^ 
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IIK0MMB4DATI0i«IS FOR MINIMUM BA$IC WORKINQ 
CONDITIONS AND ftlNGE li^ims FOR 
/ GOVERNMENTAL UBRARY .EMPLOYEES 

I. INIt^UCnON ^ 

The bfuicpmoondi polkj foc Ubfuians iagovenmieatal Ubrif ies is set bf Uie ciVil 
. senrice laws im^^guhclods goreniiog idl salaried enlploirees of the govemineotal 
agemy (fedfiialt state, or Ip^ 

tbit librariip will receive the same betiefits as other professi^ial eidaplojr^ within 
the orjpimatiCG. !t is recommended that the jptovisions listed bdo^ be coiisidered 
as basic to the^^f^ion. Jn ^ intdre^tr jMihtainih^^^^ stac^^ 
^..^iiard^Themj^er:^ urged 0 mainoun i clerical supportive staff 'of such siasg ' 
iWUbriutians are freed fiom roucii^ ^ 
: tioa • - # , / 



N. WORKINO CONDindNS 

Librarjr^.stafF shall work tio more than 4^Ja0:% nor more &an five days per 
we^. When emersencies require K^ff^t^ it should be pid at IVi time or 
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Holidays 

A total of 6*10 pai4 Widays shall be* allowed^ depending upon the laws under 
which th« governmental unit operates. Holidays iallibg on the employee's 
regular day t)(| shall be taken on tibe day preceding^or followi^g^4[;b0se falling ■> 
on Saturday^ Sunday shall be obsetyal as provide m the civil service laws. 

Va 

Eligibility 
governing 



paid vacation shal} be determined by liie civil service laws 
\ salaried^employees of the orginizaeioh» and vary between state, 
local, and federal libraries. It is recooimendcd that after % davs of service 
earned vacitioti leave (widbi pay) be panted at no less than the iollowingt 



tJndcrQOdays 
90 days - 7 y<iars 
8-14 years 
15 -2< years 
25 years or more 



Vacation Barn^d 
none 

80 hours - 104 hours 
104 hours -120 hours 
160 hours 

200 hours - 210 hours 



Vacations must £idrmail}%be taken within the vacation year in which il 
earned. Deviations from this must be approved by the head librarian 
by 'the appropriate personnel officer. Employees sbitl^ forfeit their n^t to 
^^e or to be paid for any vacation leave to dieir credit wHich kAatxcta 
of the accrual for three years. Upoini separation from governin^afservice, ati 
employee shall be entitled to compensation at tiis curreni^^ate of pay for all 
lawfully accrued and unused vaatic^ leave to his aedifvup to three years 
accrual V 



4 
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Shott-ccinn di^ility (sick leave) sh^dl be granted and accumulated as stated 
in the civil service laws with full payment for the period of eligibility/ and 
» shall accrue at a rate of 1^ days per month; i 
' Si()c leave may be used, upon approvd of the responsible admini^^ 

of the governmental upit, for absence due to personal illness^ pregnancy/in- 
*^jury, exposure to contagious disease which could be communicated to c^er 
employees, and to iUn<^, injury, or death in dbe employee's immediate 
family* Unused sick leave shall be cumulative without limit. 

Maternity leave with pay should be granted up to the ajpoun< of sick leave 
and/<^r otber^Amed time accumulated, with any additional leave to be 
graiated without pay within limiutjons prescribed by the civili service laws 
governing the organisation. 

E Ol|i#r tihiif Off , 

/ By law, staff must be permitted time off for selective militaryi service and 
jury duty either with or without pay at the discretion of the org^sation. 

WELFAREAND ECONOMIC BENEFITS I 

A. IniMMnc* ^ " 1 . . 

All governmental library employees should have the opportunity t0 participate 
in a group hospital/ medical, and major medical insurance coverage plan 
With at least a portion of the cost paid by the gpyernmental agen<|y or which 
the library is a part. " 

Some type of life insurance should be offered to all employees. ^ 
^ ■, Fmtlon 

« By U«¥!, state and local government employees must be members of the 
^ Publie dUtployccs Hetifcment System of Ohior^FcdcratEinployecs a^rfcovered 
by a federal employees tetirement system. Survivor benefits shouldibcavaU- 
able to all employees. All publjc employees should have njcdicar^ benefits 
and group hospital insurance availablcf to them upon retirement. 

Time and expenses shall be paid^for attendance 4t meetings, seminars, and 
training sessions, within limitation of the budget. . 

Approved by the Ohio library Association jboard of DkecmsfVehriiary 7 r 1973. 
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MODEL PERSONNEL POLICY FOR 
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PERSONNEL GUIDELINES FOR SCHOOL 
LIBRARY/MEDIA SPECIALIST 

Hie sctiool libmy media speciali^;ha3 a. dual role. One is that of faculty^' md^ber wicb 
COQcem for the entire educationSTproccss. The other is that of the library media specialist 
with lespoosibilitf for media services to undergird the educational effort School library 
medii^ specialists must' meet educational requirements for certification which are^uivaV 
nt and frequently in excess of thdse required for classroom teachers* at the same levelA 
llieir specialized training is multi-faceted, as are their job requirements. They m^y be 
geoeralists with training in m^y aspects of media or may be specialists in specific 
AU have in common that, as professionil^ia school library media service, certi^cati^ is 
the first condition for employihent. 

Certificated school library media perso0ne|Vhave the same rights, benefits and privilege 
as other Certificated personnel. These indudle salary according to schedule with ^tende 
pay at full professional rate for time beyoQd the contracted amount, sick leave, per 
ave, professional leave, medical and other be^ / 

Certificated school library media personnel have the responsibility for the plajoning and 
administration of media services to students^ teachers and admidistrators. 

'. . *' ■ ■ ' * 

Certificated school library media personnel, as m'ember&.of the facultTi ptttidpate id 
curriculum planning and implemenution^nd in other aspects of the educational program. 

Certificated school library media personnel participate icj^such decisions aii the number 
atd qualificatiotis of the media staff] the selection of sup|»ottive staff, both.professioiial 
an<Lderical; the development ortevisi(»M^ job'desq^ptipns to insure inclusion of ap* 
pjSmiate competencid. , 4* • " * ^ I 

'Certificate4 Sfbool library piersonncl partidpate in decision-making concerning facilitie^^ 
eqtiipment and other arrangeijjMff with which they are exjpected to work« 

vCertificated school library media perjfonnel participate in all budget planning and de^i- 
stons which affect the media program. | 
A Certificated school library miedia personnel are evaluated by an instrument which Ji^ill 
^^as^s their competence in media specialist skills as well as th^jr performance as men|bers 
of the total educational staff* 

- + ' ■ • • ■ , • 

Approved by ihm Ohio Association of School Uhriitridns, May 6, 1974. 

I 

^RECOMMENDATIONS FOR MINIMUM BASIC WORKING 
CONDITIONS AND FRINGE BENEFITS FOR 
SCHOOL LIBRARY/MEDIA EMPLOYEES 

I. INTXdDUCTION 

local boards of educttion determine poliqr goyetning all. empIoy«ej of their school 
systems. The professional library staff in schools should have the rank and privileges 
. 6f the teaching staff of the system. 

ERIC . ^ 



II. WCNIKING CONDITIONS >^ \ { ) 

A. Hourt«rw#dc ' ^ 

PA>fessioaal stSj)| stuU wock; ji seven^hour day five days per week, Supjpottive 
staff work a fiyenflay^ week nQT ta exceedi 40 hours. t!)vertune work should be 
approved hy the immediate supervisor, and staff so hoiking must be based 
at the rate of IVi time, / - ^ 

i. Holidays and VacaHoiii 

All school library employees are imder' coatraa to wqrk according to the " 
school calendar adopt^ annually by the system. Holidayii and vacation clos- 
ings of the; schools will be designated dierein. 

C SicklMVo - 

State law sets the minimum on sick leave accumulation at 12Q days for school 
employees, At the fate of 15 days per year coverage, boards can provide 120 
'or more its the mastimum accumulation. , 

Maternity leave with pay should be granted up to the Amount of sick leave * 
^and/of other e^irned time accumulated, with any additions^ leave to be 
* granted without pay Widiin limitations presaibed by the govmJnj; boara 
of the organization. > *^ 

D* Pmrsonal Imv« [ j 

Scho51 library personnel be paid/K>r personal leave as provided in thpirj 
contracts. This leave may ^of two fyp*-^ — Type R,. which is festtfctedT to * 
% limited list of reasons as d«igoatcd 1^ the school board, or TypelJ, which 
is unrestriaed and may be foJ any reason. ' 

E. OthtrTiiMOff 

By law staff must be permitted time 6ff for selective military service and 
jury duty either with or' without pay at the discretion of the Board (or 
organization). * 

III. WELFARE ANd ECONOMIC BENEFITS 

A. Iiiiurancs 

^Alt^ool employees should have the opportunity to participate in a group 
hospital, medical, and iiiajor medical insurasiC|^Qverage plan with at least a 
portion of the cost paid by the board of education. 

B. Pension ^/ • - } 

All eligible professional Staff mqst be members of the State Teachers jElctire- 
ment system of Ohio. All eligible supportive staff must be members of the- 
School Employees Ketlcement System of Ohio. 

. Approved by tht Ohio Library Association Board of Directors, lunti, 1974. 
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MODEL PERSONN^ POLICY FOR SPECIAL UBRARIES ' 
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PERSONNEL/OUIDELINes FOR SPKfAL LIBRARIES 



In get cril the pctsonn^ policy for speciii libmiW will be controlled by the l)trent 
compinjr and the ppllc^ will l>c the »mc for''«ll ^aricd empl^^ of the organization. 

: ^ A spc rial libratian king a company library is treated as a conq>any employee and as 

"^atich enjoys the saiAe benefits as .everyone else in the company. 

, *^ ■ . • ' 

A special librarian is a part of the resfcarch add development team. He sits in on pre- 
liMinarir planning in order to obtain an exaa jpicture of the information needs, of the 
organization or mcmljers of specific departments. 

iche special librarian "parti(;ij^tes in such decisions as Ithe number and qualifiations of 
the special staff} the selection of supportive staff, both professional and clerical. * 

,1 - • 

The special librarian, also participates in decision-making concerning facilities and 

equipment for the library; ' 
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The special librarian participates in budget planning an<^ decisions affecting the library- 

The: employer shall strive;; to mamtt^jfr-a istaff of such a size that the supportive staff is ^' 
^responsible ifor the management of the clerical and routine operation^ thus freeing the 
profwsiona^^rarians to work io^their area of specialization. 




RECOMMENDATIONS FOR MINIMUM BASIC WORKING 
CONDITIONS AND FRINGE BENEFITS FOR 
SPECIAL LIBRARY EMPLOYEES 

introdu<Stion 

In gAmiy the penoand policf for libmians will be set by the orginiaUoci tod 
will be the 3une for iU sdiati^ einplojrees. However, in the interest of mtinaiimng 
high prof essioQid sttndardSy it is recommended that employer! note the protisioos 
hartf listed as basic within the library profession. It is futther suggested that em- 
ployers striTe to maintain a sta£F o£ such ski as to permit the pr^ssional library 
peraohnel to work In their area of expertise with sup|k)rtive staff to perfoan 
clerical and routine operations. „ / \ 

WOUKINO CONDITIONS • \ . 1 

' library staff shall w6rk no more ttftn 4j3 hours ti0i more 'than £ve Sip per 
- week^ When einergencies Jrequire overtime, it should be^ paid atylV^ time for 
non>sapertisocy st^Bf and with compensatory time for profesrfom[} staff. 

A total of $-9 paid legs} hdidays shall be allowed depending on orgajoi^ation 
policy, HoUdays falling ^ the employee's regular day off shall be taken oi\ 
the day preceding or following, those falling on Saturday ot Sunday shall be 

C j(:^»i^td t$ provide^ in ^ the emplcycr's holiday policy. ^ : _ 

C. Vicariom 

« Eligibility for vaq^tion shall be determined by the ^Ucy for all salaried^eih* 
ployeea of the organizatijon. Professional librarians after one full year of 
service, should receive ar least 20 working days paid leave. Supportive library 
personnel should receive the' same vacation as oth^r comparable employees ot 
the organization, Part^-time staff working half*time or more should ^be given 
paid vacation on a pro-rata; basis. 

D. SiclcLMvt ■ „ * 

Short-term disability (sick leave) shall be granted and accumulated as stated 
in the employer's policy v^th full payment for ^e initial period of eligibility^ 
plus partial payment depending on years of service. 

Matertiity leave with pay should be granted up to tiie amount of side leave 
.and/or other earned time accumulated, with any additiqpat leave to be granted 
without pay within limitations presaibcd by the governing board of the 
'Organisation. T 

I. Oth^rTfmOff 

. . By law- atiSf . must be permitted time off for selective military service and 
jury duty either with or without pay at the disactiott of the Bdard (or 
Organization); 



D fcoNOMic biNinrs 

Inturanoi 

D>ag*tcrm di$ibilic)r>iudl begia after the short-term disability ehds. Noa;/ 
contributory benidSts, which are a percentage of tbe.emplc^ee's earoings, 
plus cpntributory b(»iefi£i based on the percentage the employee pays, ithall 
cootinue until recovejy or tetireiQent age; Monthly premiums foe cocitrjbutorjr 
benefits shall be the same f0c all employees of the organization. 
Accident disabiUty beiliiefits s^ become effective in the event an employee 
has an accident on the job. ik addition^ authorized medical e^gpensjcs shall be 
paid in connccdoa with injuria resulting from accidents on the Job. £m^ 
ployecs shall be eligible for coverage as sooa as eneipjojfed; * ! ) 

All disability benefits shaU be adjusted from time to time for ecoooixiic 
fluctuations/ ^ ■ : , ^ 

All ^plb^ees shall be covered by a medical care plan for the individual and 
^pencients. A major medical plah shall;, be available^ also/ with premiums 

Kid by ^the empl(^ee or by the or^mization. A presaiptioa drug plaa shall 
prpv/dcd whereby employees may purchase drugs jfor only a small per- 
centage of usual coit» . . V , • 

Survivor benefits may« vary with the organization. Some. type of life insurance 
should he offered tp all employee!, , ^ ' ' 



All employees , shall be members of the organization's j;etirement pUn. After, 
a statecl period of time, they shall also be able to ^Mrtitipate in non*cOQtribu- 
toiy and subplemedtary contributory pension plaps^/ Pensions for early retitie- 
ment diaU he the same for all emplcyees. C^tional plans shall be available 
l^hTch piji^vide for the payment or a siirvivbr pehsioa'to spouse or parent 
upon the death of the retired employee. Hospital^ medical, surgicdl; and life 
insurance plans shidl continue after retirement' 

Time and eYt)enses shall be paid for a'ttendance at meetings, seminsrsi and 
training sessions, within Jitnitatioos of the budget. Dues will be paid for 
professional staff memberships in at least one professional association. 

OHi^lwMfitt 

Depending upon the size and type of organization, some or all of the follow- 
ing benefits may be available: ' ' 9 ■ 

Blood donor program. Employee discounts. Matching gifts plan, Profit bonus 
-plan, Rdocation henefits, Thrift plan, Tu^ 

Approved by lh0 Ohio Ubr^jy Association Bo0d of Diricit<H^s^ Jmti 7^974. 




APPENDIX— A 

An example of a grievance I^ROCEDURE fOR A LIBRARY 
WITH A STAFF ASSOCIATION: 

Any mpl<ycc with * grl^rvi^cf mm^^^^ 
. ^ SlM^iId-theynnot xclGh iii iccOrd be ctUcd^by thc v 

supcrvisQr withio two wccksirotn the time of the cortpltlnt -r- this meeting td involve 
the Director, the supervisor, ind the cSnplpyee. Should tip accord be posiW^^ $m- 
ployee xiiUit make a written statcmeat of the problcjnb. / , ^ 

-^^^ a. The grictliice shall tie submitted Jit writing tc the grievance committ^ of the-, 

staff assodation. When possible, Ac grievance sh^^ 
^ mittce. A solution or referral must be reached within two weeks. ^ 

k The case may theft be taken f9imally, in writing, to the designated personnel 
, : oflGlcer hy the grievance coiiunittee o^;the jemployec. A Ablution or referral must 
- be rAwiid within two wc^^ ' / , ? • 

* ^ c The case may then' be pr<!«!n^cd to the Dire<;tor of the library, in writings by 
either the grievance committee or the employee. A solution niust be reached 
» within two wedcs, ' ^ 

d. If it proves necessary, the grievaticc comiiiiitee or the employee may preset 
the case to the staff association acecutive council«at its next meeting, at wtiich 
time the administration shall be present to discuss.the isiue and make an attempt 
• totesolveit' ' ' ' ' /. 

' e. If no solution has been found by the preceding meaii^ the finait recourse is to 

the Board c>f''=?tomces.r- -.^^^ - — v^-- ■ — - 
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Sliiiilli-^ 

, BY OLA BOARD OF DIRECTORS: 

The OLA Grievance Assistamccf report prepwcd by. that Committee and presented 
to the OLA Boird of Directors by Rita Hirsbmn, Ohio State University, was approved 
for use June 7, 1974. * , I' 

The following is x suggested guide to seek assistance and solutions when a grievance 



J 



' 1. Determine the specific nature of the tomplaint. Is it 4 disebf job ditoiminatido» 
unfair employment praaiccs^ lack of due process, unethidd benavjor, tenure^ ^ 
academic sutus, intellectual freedom, etc* 1 ^ ^ 

2. How docs the complaint relate to yout current status and Aose aaiocis or events 
upon which the oomplaint ,is based. ^ 

a. Consider the environment, in which the problem- occpited, the principal 
person and/or groups involved^ the issues around which 4ie |>r6blem iux^ 
and the library niatcrials, i&ny^ involved. 

K A chronology of events pertinent to this problem and*^ other. pteviOus relevant 
controversies in which you were involved wiU he helpful* 
mation such as extralegal pjressure^^ etc., is also valuable. \ 

* c. tertinenc documents, such' as copies of any complaints reading library 
- - materials, local employnietit rules and regulations, laws, personnel manual^. 
Job desaiption, warning notices and correspondence would be gathered 
together. r . ^ ^ 

3. Decide^hat would be a satisfadtgry resolution of the problem friptn your point 
. ofTiewT , ^ 

Xl^SOzt iii^lcx^ grieviance ptocedtttes or request a ]^M^%;^by the Ic^al grievance 

■:-'V--committee^ r--.^--- 7^ y \ : ■ 

■ % Legal counsel and representation may l>e desirable. . ! y ' 

Ikiiingfrcsolutio^^^^^ the local grievance procedures, req|iest assistance from: 
UnionSj American Library Association, Ohio Education 
Aiteociation, Ohio Association for Higher Education, American Federation of 
American Asspciatiott of University Professorjj American Civil 
y Liberties Union, Ohio Civil Rights Commission, State Library Consultant Staffs- 
A an<^or others^ ■ ■ . . ; 

♦Ihe QLA Executive Direaor will oflfer suggestions or referrals inso^ as possible^ 
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APPENDIX^ : : 

^^^^^^ ^ ^ 

S^^Xv: Tlicy cbilec^ organic ihe 

: msm's paist action^ present concerns, and future a$pkations/Lil>itirie$ 

^ 6|)eiim set forth in iht Uhtary BHl of Rights s^^ 

an informed citizenry by enabling all persons to' educate them- 
^ ;sdve^ iespon^ibiy in the decisions affecting i^eir lives! imd^ 

"^■-spci^^i^a. w?io^ '\ ' ^ /'■■j:---'^^ 

If ttus nee»ds of all libta^ in general sure to be i»tis£e^^^^ 

vmust bc' provided with $ecurity of employment; Security of employment cinab^ a 
Ij^irarifluiv^^ wOtk xesponsibly witbOut fe^r of interferehce or of aroitraury or tinj 
' disinis^.lSecUrity of employment encouragiK a librarian to make professional decisions 
for the common good without feai, of reprisal. Security of employmeiit provides t Suf - 
fidehc degree of ecmpmic security to msike the profession df jtt^ia^ 
to mea airtd women of abilit|r; Security of employment protects ^Kibrarian * aj^mkt 
dismiWi for carrying out the principles of the If^'n^ry^^ of Rights^ 

S^curiily 61 ePiployfnent means that, foUowing the satisfactory completion of a 
j^^pbationary^ pejci^ of a libi^iaii tmcier peu)^ appointment' 

carries wit)^ it an institutional conunitnientnb continu(n]$ employment-^^^^ 
tompetence^ in accordance with tb$ aims and objedsies of libraria^hip and the official 
policies of the library's- governing bosij^d; should be the ctiteri?( for accep^le per- 
formance <fot a^libtarian with permanent appoihtm^tnt/who shall hot be terminat<sd 
? . witJbout adequate causes and dien only after hthSg ccorded due process: 

Interpriettion of ^is policy on security of employment in Ubrari should include 
the follpwmg;: " • 

1. The. precise terms and conditions of ievery appolntnlent should be stated in 
^^""^^ ; w writing ani' should include a dear statement of the institution's praaice in 
S, regard to probation, security of employment^ an^^ i^etirement. Hiis statement 
^ should be in the possession of both the instimtibn and the prospective em- 
. * ployee before the appointment is made. 

21' Adequate cause' is limited tot- demonstrable rincompetence; mental or physical 
incapadty; wUlful neglect of duties; mandatory retirement; bona fide fimincial 
'y exigency. \ ; ' ' 

3. Due process indudes at least the following: Watements of charges followed by 
• Cpportum'ty fof a fair hearing; the right or counsel if desV^; the' right to 
|>tesent evidence and to cross examine; a decision based on the record of the 
« hearing; the right to appeal a dismissal judgn^ent ^ ' 

i (Contimed on page 43) 



^Ubnirr Bill .of Rights. Adopted June 1948. Amended Febcuary 1961 and June 1967 hy ALA 
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ri ^Peniiilnent appointment in different types of libtaries is y^iously called tenure, continuous Appoint- 
ment, career service, regular contiact, etc. V ^ 

:•■ ' • -(42) 42 .■ 



* „ ividiui iIm;! libd^k^ to OMsef chto^io^ n^dur of die iosdturidtv pzofided that sucb / 
^^^v policies $ndfm:tke$t 

; (If iui^-ii(e^>. Z^. ■ /^y V '■^'l"^ ^'' • 
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